1.

PURPOSE. The primary purpase of counteing is to defie erganizational mizzian end vaives, discuzs
individeal job ezpectations and perfermance, reinferce gesd parferrxanceiwerk ruisted behavier,

mstm-lmtrﬁtdm-.dd-nmhu'aﬁnumdmd
career geait. The heat counsaling is Jorward losking, concestrating o8 the future and what Reeds ty
be done berter. Counsaling sheuld be timely. Cownseling snly s the sad of the rating & 188 Lt since
m;mmmﬁmﬂmundm:nn-m-ﬁ-m

imprevement belsre the aaxt sl rating. A
RULES FOR COUNSELING.
1. Face-to-lace counseling is mandatory fer all civiians in the Baze System.

2 Use this lerm slong with 8 working cuny of the Evsluation Ferm

[OA Farm 722371 and the Rates’s pasition description (e canducting perfermancs counseiing and
lccﬁQmﬁu‘?mﬁuﬂ.

1. Conduct initial counzeiing within at leaxt the i3t 30 days of each rating peried and again 2t the
midpoint of the rating period. S

v : BASE SYSTEM CIVILIAN PERFORMANCE COUNSELNG CHECKUSTIRECURD
) For usa of this farm, semAR 530-400; the prapanent agmey is ASAIMBRA}
i e RATER -

-~ JOHNSON, RAYM_OND A. SMART, DONNA
ORGANIZATIONNSTALLATION INTERMEDIATE RATER (Optinaad
TAGD. Support Div, Recs Br, Retrieving & Disposal DENN, JAMES F.
PAY PLAN, SERIESIGRAGE -| RATWG PERIOD SENIOR RATER ~
GS-204-06 971201-98 11 30 MAYFAIR, SUSANJ.

AFTER COUNSEUNG

1. Surmvmarize key points of the Counseling an the back of this form and iitial i the block previde:
You amy attack additional pages. ’

2. Give the Rates the lorm ts reviewfmitial

. i1 the Ratee gave written iwput, attach it

4, Ferveard the chacklist Uwough the cating cham te the Senier Rates

(@ xsaxd) wina 3houid reviews and, when satisfied thal requirements ara w ne with mizsian seeds,
witial and daty the checkiist and retum it ts you. .

S. Give the Ratee 2 capy and keep the eriginal 1v use for e meat coumeiing sessien.

CHECKLIST - LATER COUNSELING SESSIONS/

CHECKL.IST - COUNSELING AT THE BEGINNING OF THE RATING PERIOD

PREPARATION

\ wmmﬁqmdgﬁfvmnammm-mmm-umﬁu
¥ocuss wdeas abowt expectations and reqUIrEEsts.

{.m.mdmmmmmmmmummu.u

evaluation lerm .

1. Think hew each Vakes and esch Respasibiity in Part ¥ of the evoluation larm apples.

& Decide what yew camsider secessary ber success in sach Vakm/Respansbiity. k:éi& .

S.lhn.n'uuuwy--'ﬂ:-sﬁ- ’ '

COUNSELING ’

1. Explain the rating chain aad the reies of each rater. ‘

2 Discuss the posities descrgtion. i the Rates Kas werkad in the job befare, ik if hefzhe bebeves

the description &8 acowate. : A

;ﬁ;mmmmwmﬂmmdﬁmumm
. .

4, Discuxs each Value/Rasparsiblity v Part V of the evaluation lorm. Ask the Rates for ideas abaut
what Vaiues mese and hew heizhe ssght perfenn assigned duties.

S Review the Ratee's written isput if heishe prevides it

7. 11 you and the Rates have difleren views, discuss them entd you beth ars clear an remuirements.
Even il the Ratee disagresy, heishe must understand what ysu mxpect. -

1. Using the DA-extabished porfwrwance Standards and the tasks te be accomplished give examples
of Excelience ts (rve the Ratee spacifics (8 axa far.

4. Azk the Ratee sbeut caress goals and training meedy,

PREPARATION

1. Schedule the counseling 3axsion with the Ratee. Tell Ninmvher ts come presared ts discoss
sccampiishments and ieview requsermants and of fectiveness ol any compisied training.

2. Review astes trem the last sexsion.
3 Carcsider whether sriscities o expectatines have changed.

4. For each VaueMespansibdity, ancwer these question: Wit hay the Rates dome? What was
dona well7 Wiy? What could beve besn dane betier? Why?

5. Make antes ia haig locus when cousai.
COUNSELING

1. Discuxs joh requiremants sd arwes of somcial evphasis and prigrities tat have chaoged or ths
are newe, Ask the Rates if halshy 8 haveny probiess and seeds your heip.

2. 1 the Aates givex written ingad, roviow &,

3. Toll how the Raten is éoirg. Talk spmcsific exarnpins of siaerved actiosyresulty, Oiscuxs
diflarences i yus views. Offer sxamtancs f assded mgiumumm

4. Give czampies of Excallencs that ecosrved o cmdd have eczurred.

S. At least durng the mdpoit coumssbng sexsien, dxcuss the Aaten’s career gualz, the
eflactiveness of ranng, md the fotas’s pataanal ta pesinm highes level o Giftesent tazks.

AFTER COUNSEUNG .

1. F‘ﬁ-!hnmﬂ—h-bmiﬁﬁﬂhlhnmﬂhmili
sexsion,

r A Atlhdllmuhi-i-l.-um&mmn-anp'manmim Then atta

| the Caunsaling CheckiisURecard ts the partersnancs evaluation fer use by the rating chain. After

the Senisr Rater sgns the parbermence evahastmm, hefshe retwms it te the Rater to discuzs with
Raten, il 2 1mier r3ter is mad. Ahar the Ratee ngne, the Rater sutmits the evalyation with the
chacikiiz! 10 the serwcing parsamned of fice ur filing.
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T o m e ?
DA NESPOMSISILITIES AUD PERFORMANCE STARDARDS P ~

Tt esponsidities ratings. think sbout (32 (25kx thet were petereasd acs azch FOR POSITIONS WITK SUPERVISORY DUTIES: 5 V

Responsibiity znd apply the (olowng perlermancs slandards whech 2re weittes at th Succxu
SUPERVISIOMILEADERSHIP. Sats and cememnicate: unit goal Mmﬂnwtﬁg

(Meets) tevet: ... the Rates usualy.

impievenuicameias with apprepriats JA emphasis grograms. Scunahdh&tvnz-“
TECHHICAI.CDIIFETENCF_ Haz nowledye. shils =4 xfities s & By werk, Predces Takus tomelyjappropriste persomnd sctizaz, Recruitsiretaw quality fwrce. Mativetes, cotesy
eapecied quality and vehwne. Mests dandtines. Verk with right et of supavisia, Gt aad develem uchoraan, tromgh counsefg s azpectations, perlennance, 2t czve goin
deawed renlty. nmﬂdv Ressives coalfict and mamtains order, 2,

ADAPTABIUTY/LNTIATIVE, Cas wesk w=dsr pestens o Gy chacy=y conftions, & wifg b EQUAL EMPLOYMENT OPPORTUNITYJAFFIRMATIVE ACTION /EFUAL., lu‘-'al EEfl prezivion
uy rew ways. Suggests betier ways 1o ¢ busimass, Sexkzisceepts davclopmmtal spsartisitier. ts 29 mpects of persenedd manrgement fe g, kiring, traiing, werk amsipoeItTichet-ly,

aryalins, co==sviing aui swardsl, hmlgmuwmmdcﬂ
WORKING usunnnsmrsmnunumpnn A3 2 teans meder, works well wilh groes hm’mmlamnm:uﬂd-mﬁ Presi=s
and heigs gthess gzt the jph dene. Expresaes idess cleary. Fefaws sginctions o asks lor laadershis and emphasis to the execution of the A!frmative Engiaymnt Plax. Pammu
darifcatien, Shews respact and i§ cowrtoous. Shows concern lor oateme. EEDIAA activitins end ancaurages suberdinales tu de 3. .

sy R gpetiss

RESPONSIMUTY/DEPENDABIUTY. Accapts resemsisfity les ews actizn. Kerps werk a2 v
order and reuioment mainianed. Uses suppSet, soegment tad tina 1 intonded. Comfies with OA '
sngnasis programs, a4, Terzl Ansy Quzity /[TAQD. salmvisecurity, e ce=urel, iwentery : i
mup-u.uninmﬁﬂlu Schodules ke==mergercy zve i advescs 1 aved H

adverse impact le werk w=t sfiectivennss,

. COURSELIDG RECORDARGIMDUAL PERFORMANCE STANDARDS ; g
RATEERATER ' -
DATE OF COUNSELING T, RATER KEY POINTS MAOE A l/ .
SHOOR RATER INTTIALS i ~ ' -

T |Re [ remome o
, - IDENTIFY COMPULTCR. NEEDS, Reauisrmion emu.pueurt ,
§7-12 -1b @S -(poNOuet aT2Ly S~ CHEUZ OF Miuwnwal 160 PERSOMVEL QECDQD

-17 - L PEDUCE 0LICP £0T. CosTS - 10% ERCH BY FYEND :
41-12-)7F FD -COMMEE LIS TR NG NEEDS SUZuey \A’SL:T oCc19e =

97-12-3%0 ng - ATTeND Basic SuPedvisior (0LesE

LATER
[Opciansd
- SuBM\ Y2 z
e auT ol DR e Ten EFFoRT, Co0D Denaer suwcbe-r SIVE ;
qq¢-ou-06 P - gm“-,-{m 2TeNrms Tg RuTomATE ERDS . TIME TO Becu LORK -
q¢-01-09 |9.S. NG UITH LONTRACTORS oW walk DMIT TRMING =
‘ _ MADE LiaHT DUTY AMSIGAMEN T FR (LER, WITH 1M JuReED Q,A.cz, Qb‘
qg:07-d | TED_ Dx.écefa CLAIN céux‘r 63\) Dsc'oeqm%) e D
- QuaaTeewn Beu € 3 SCLasE DU‘Pos
q9-67-1¥ 3. U ECLPn2 S - MNEEDS NoOT EMONALIY ’ s
LATER
[Opouazd
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. BASE m:i EVALUATION REPORT - t 2 :

For w3z of (his lerm, seu AR 630-400; the propanent agency 5 ASAIMBRAA}

A PART | - AOMINISTRATIVE DATA
2. NAME (Last Frt, Miodis bartisd b SSN ©. POSITION TITLE. PAY PLAN, SERIES AND GRADE
JOHNSON, RAYMOND A. o, | GS-204-06 Supv Files Clerk
. ORGANIZATIONANSTALLATION ] o , ' e REASON FOR SUBMISSION
TAGD. Support Div, Recs Br, Retrieving & Disposal L ) anus ] wean
1. PERIOD COVERED /YYYIMMOD! g RATEDNDS | ' A RATEE COPY /Chect sae and darel
froM 9712/01 THRU 9811/30 12 X siven 1o Raver 1 rorwaRDeD o aTeE | D - |4/~ 92
PART Il . AUTHENTICATION

& NAME OF RATER sax o sisty bmnat : SIGNA ) DATE

SMART, DONNA m@mm Wit Vo. = 12/2/98
GRADE/RANK. QRGANIZATION. DUTY ASSIGNMENT = -
GS-7. Support Division, Records Branch, Chief, Retrieving and Disposal Section '
L. NAME OF INTERMEDIATE RATER tommtion. S 40 SIGNATURE DATE

DENN. JAMESF. .| Oarnra F ﬁ%m_ 12/8/98
GRAOEIRANK. ORGANIZATION, DUTY ASSIGNMENT U —= =

.1 GS-9. Support Division. Chief, Records Branch ‘
¢. NAME OF SEMIOR RATER fLam e, sty smnetl & aumt SIGNATURE : , WTE
MAYFAIR, SUSAN 1. Svoan. T %ﬁw 1 1g-13- 97
GRADE/RANK. ORGANIZATION, OUTY ASSIGNMENT ) . <
GS-11. TAGD, Chief, Support Division
DATE

d AATEE: | waderstand sy signansre 6ocs naf canstituts agreement o - A RA _
eernent with the evalustions of the Rater and Senier Rater, and marely SIGNATURE OF ‘TEE‘ )

reves ot P W o 1 Baumed O Nedvmaen | 12 )14

PART Nl . PERFORMANCE AWARTIGUALITY STEP INCREASE (|

PERCENT OF SALARTIEXCLUDES Locality Pay %00 : AWARD APPROVED BY (‘ . .
"PuouNt s 450.00 on (LA L??f} ,

V5 1G5 wih Seccessful Lrvel | Ratiog Quly - mimimasn of 2 weets | mast bave ciogsrd | OATETYTTAMDD) FUND OITE
| izttia ' - ]9-1-1 ALKD03210

PART IV . OUTY DESCRIPTION /Aarer/ Py -

X DALY OUTIES AKD SOPE7 e . o, e, . Pusitin Descrgton 84 s 3703 chECE XJres [_Jno

As Work Unit Leader of the Files Disposal Unit, supervises GS-3-4 files clerks who review military personnel records and purge them in
accordance with MARKS. Distributes and balances workload, instructs subordinates, and monitors work to assure that files are timely
and correctly disposed. Maintains current knowledge of operations and answers questions on procedures, policies, directives, etec. :
Adjusts work and sets/changes priorities as Branch needs dictate. -Initiares formal requests for personne! actions. Maintains adequate

working conditions.

L AREAS OF SPECIAL EMPHASIS
lement MARKS Filing system before June Files Inspection.

Lomp )
Reduce Workers Compensation Program claims aod costs.

© COUNSELNG DATES FRON CHECQUSTRECORD | ™AL 971211 ATER Gptiaast - | wioPoNT 580606 LATER (Osrinsat
PART ¥ . VALUES /Ritar!
Loyatty VALUES | mueT comments ' |
ty ' - Always willing to help others learn. “ _
Respert - Sers high personal standards; leads by example.
\ sl somce - Likes 10 learn new things.
Hener
Intergrity
Personal courage
ysaPa V.

" DA FORM 7223, AUG 1999 PREVIOUS EOITION IS DBSOLETE
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RATEE'S NAME [Last. Frst Miie imeiad
JOHNSON, R.AYMOND A.

THRU OATE
/ 9712/01 -

981 1/30

v RESPOASIBIUTIES

'SUCCESS. e mandatary.
medﬂ@rmwmw

. = “

1. TECHMICAL COMPETENCE
Tectmcal knewiedges. shila, andities
Downg werk nght/an txme
Sound udgement

EXCELLENCE SUCCESS
{Erceeds st {(Meets 1rd)

=

NEEDS IMPROVEMENT

FALS

—

- First to automate; traia subordinates.

- Always disposed of records within 2 weeks from cutoff.

. E.tpcn knowledge of MARKS b.clped Section pass june Files Inspccnnn wi

i fw
/
i
%

~

2 ADAPTABIUTY AND IMTIATIVE
Adpsting (e change - siuatix/pesciz
Tryg nzw thegs

Sesiung soil-deveispment

EXCELLENCE

(Erceeds st NEEDS [MPROVEMENT

SUCCESS
{Mieety setf

FARS

_‘gﬁw* '..iﬂ. b vy -_‘_. &

PN

1 WORKING umnnuswrs & cnuuumanuns
Supportng team

Respecting sthers

Expreszmg ideas claarly

l.n-d‘udmx-da'

- SUCCESS
(AMrety 5ol

EXCELUENCE

(Exceats sl NEEDS IMPROVEMENT

FARS

Wity gESE ‘b‘\':ﬁ?;r' .

4, RESPONSIBIITY AND DEPENCABIUTY

- Rearranged office to reduce OWCP claims by 25%.

nul:ﬂdr':;:ﬂ j
atpony r_""“" R:dm:cd costs with two Light-dury assignments. %
Pecgieiequipment 3alety 4.
- 100% suspense met- compared to last year's unit pcrformznc: of | css
EXCELLENCE SUCCESS LS 75%. =
{Excreds st Bderx 1l NEEDS MPROVEMENT £ Z
I i N oA
Mumbars § and § soply ta pesitisns with some supervisery.duties E
S SUPERVISION AND LEADERSHP - Established first TAQ teams in Division—to tmprove morale and &
Missina lecuzedipes furciseca sraated effectiveness. :
Seti m by owsh k:
Wm e - Effected sensitive employee removal with care/concern. :
b4
EXCELLENCE SUCZESS - Fans 3
(Excoedy s Lleves 10 MEEDS IMPROVEMENT £
1 Xl 1 i
€. EEQ AND AFFIRMATIVE ACTION ey
Resp=cong Semity B .
Achiuviny clamaed actions / A
r i Y fg‘@: P
EXCELLINCE SUCCESS FARS 3
[Esceedy st ﬂ&ﬂl HEEBS IMPROVEMENT ;-
- : 1 B
P I e o e e 3 PART V1 - SEIIOR AATER Of suact g
OVERALL PERFORMANCE SULLET COMMENTS PerfarnascePetential
R o3 D{ . s
SUCCESSFUL FAIR UNSUCCESSFUL
UST Have Seniar
ater Aeview) .
A compieted 04 Ferm 7223-1 wat received with this regart and considered n my ."m.\ ,-\_ i
evaluation nd 1enew: R —
Crs [ v e
HEIIL WY B




VALUES

IF YOU JUST CAN’T FIND THE RIGHT
WORDS FOR THE VALUES BULLETS, HERE

ARE SOME SUGGESTIONS
_ SINCERE AND HONEST PERSON WHO BELIEVES IN AND |
~ PRACTICES TEAM SUCCESS

- ACCEPTS CHALLENGES AND DOES WHATEVERS
REQUIRED TO TACKLE THE TASK AT HAND |

- COMMITMENT AND LOYALTY TO WORK IS SECOND TO
NONE

- MAINTAINS A “MISSION FIRST” ATTTTUDE .

- SHARES EXPERTISE WITH OTHERS BY WILLINGLY
PROVIDING ADVICE AND TRAINING TO CO-WORKERS

- TOOK SEVERAL CLASSES TO HELP DEVELOP SKILLS
AND FIND INNOVATIVE WAYS TO ACCOMPLISH
MISSION |

_ WORKS WELL WITH AND IS HIGHLY RESPECTED BY
CO-WORKERS AND SUPERIORS ALIKE |

} - DEFINITE POTEN'IIAL FOR INCREASED RESPONSI-
BILITY

- SELF-MOTIVATED DEDICATED TO QUALITY

PERFORMANCE




| RATING DEFINITIONS
RESPONSIBILITIES/OBJECTIVES

EXCELLENCE - Consistently exceeds level described by standards
and documented expectations; frequently produces more and/or better

than expected.

SUCCESS - Usually performs at level described by standards and
documented expectations. Quality/quantity of accomplishments are
generally at expected levels. Strengths clearly outweigh weaknesses.

NEEDS IMPROVEMENT ~ Sometimes performs at level described by
standards and documented expectations, however, fails enough so that

weaknesses slightly outweigh strengths.

- FAILS - Frequently fails to perform at level described by standards and
documented expectations. Rarely achieves expected results. Weaknesses

clearly outweigh strengths.




" TAPES
BASE SYSTEM

OVERALL PERFORMANCE RATING DEFINITIONS:

SUCCESSFUL LEVEL 1 -Ratee with no supervisory duties is rated
EXCELLENCE in 3 or more of the non-supervnsory Responsibilities and SUCCESS
in the remaining non-supemsory Responsibilities. Ratee with supervnsory duties is .
rated EXCELLENCE in 4 or more Responsibilities—at least one of which must be

either Supervision/Leadership or EEQ/AA—and SUCCESS in the remainder.

SUCCESSFUL LEVEL 2 - Ratee with no supervisory duties is rated
EXCELLENCE in at least one and SUCCESS in remainder of non-supervisory
Responsibilities. Ratee with supervisory duties is rated EXCELLENCE in at least

two Responsibilities—one must be either Supervision/Leadership or EEQ/AA and

SUCCESS in the remainder.

- SUCCESSFUL LEVEL 3 - Ratee with no supervisory duties is rated SUCCESS
in ALL: Rated Responsibilities. Ratee with supervisory duties is rated EXCELLENCE
in one or more non-supervisory RéSpbnsibilitiés but SUCCESS in both Supervisior/

Leadership and EEO/AA or who is rated SUCCESS i all non-supervisory
Responsibilities and EXCELLENCE in either Supervision/Leadership or EEO/AA.

FAIR - Ratee is rated NEEDS IMPROVEMENT in 1 or more Responsibilities and

not rated FAILS in any Responsibility.

UNSUCCESSFUL. Ratee is rated FAILS in 1 or more Responsibilities-regardless

of ratings assigned remaining Responsibilities.
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SOBMGIGTI

| |
SENIOR SYSTEM CIVILIAN EVALUATION REPORT SUPPORT FORM : ! :
For use of this form, see AR §30-400; the praponent agency is ASAIM&RA) é :

‘PART | - RATEE IDENTIFICATION

2. NAME OF RATEE [Last, Fist Hddrlaml | [ & PAY PLAN, SERIESIGRADE (3 nm;mumrmnmmmu :
DAVIS, MELVIN O. . GS-2130-12 " Operauons & Quality Assurance Br
PART i . RATING CHAIN - YOUR RATING cmun FOR THE EVALUATION PERIDO IS: -
: ' NAME ~ . | Pasmon :
RATER KEM F. YOUNC, Chief, Operations & Quality Assr Br
INTERMEDIATE | NAME . _ . . POSITION
e | SAM 0. SIMPSON o . |Chet. Quahty Control Division
SENIOR NANE - - o
RATER HEATHER D. BROWN v E.xecuuve Officer -

PART 11 - VERIFICATION OF FACE-TD-FACE DISCUSSION .
The Ioiowing face-te-lace discussions of deties, respansibiities, perfermance abjectives, standards, and accomplshments lor the rating period

771/91 . " 6/30/98' : " tosk place | |
DATES ' e lmm& , urﬁ TS ] ::gum]mss SENCR RATER A o
INI {1/ sxed)
oo | 7)1]47 MeD | KY | sos HDB, 3
waoeouT []4]98 mep | KV Sos | MHDB  116)49%
PART IV - RATEE /Comsiere . . ¢ delow for tis rating period) ' ot
a STATE YOUR SIGNIFICANT DUTIES AND RESPONSIBIITIES. DUTY TITLEIS: . A _Chief, Operations Branch

Supervise personnel and functional activities of Operations Branch. Direct program areas to include
standardizing field operations, evaluating warchouse facilities and promoting improvements, overseeing
contract administration and protecting government interests in defaults and disasters. Moaitor field use of
ROA and SIT Programs. Standardize storage operations for + 3700 commercial warehouses. Chair the
Defense Subcommittee for Personal Property, establishing and monitoring worldwide. Investigate and

) recommend solutions for worldwide traffic crisis. Perform total range of personnel management

-

responsibilities. . : P

L INBICATE YOUR MAJOR muuucz OIJECTNESMDMWAL PB‘HIWCE ST ANOAROS .

™ S— Complete Branch Affirmative Employment Plan Annex NLT 30 Nov 91.
S— Convert two GS-11 vacant positions to Upward Mobility, GS-5 o GS-11. ™M

- lmnatc acuon o procurce warehouses in Iy - ‘ . Q.s*n budioN l"' (1%

- Investigate traffic crisis and identify appropna.tc corrective action wuhm cstabhshcd time frame. 11293

- Complete inventories of 1/3 existing comercial warehouses under NMUC control. (0% corplele
- Develop SOP for Personal Property Movement and Storage Progfam in SWA NEF-Mev-9% wmputeo\

- Develop and disseminate Safety Checklist for warehousing activities NLT May 92

- Prepare/present briefing on direct procurcmcnt contzzctm, at Meddmdc—ﬁympmum-of Trafﬁc

Management Specialties. Yeod reford
- Develop automated tracking systcm for stamus/results of contractor default actions.
: 30 :
- Lead/supervise personnel. : Come:"'d - (h.xf

g-Timely counsel subordirates and evaluate pcrformancc ' Il’.\ A appia IMII h
€ — Place weak performer in Opportunity to Improve Period-NLT 30 Sep 91. ve mouod aflecied "¢

5~ Complete Training Needs Survey NLT Oct 91.
- Support EEO/Affirmative Action

Ly | conuerked

S_. Nominate two subordinates to (1) serve on FWP Comrmittee and (2) be an EEO Counselor.
£ x{%}nd atdond s oudgpt Crondie Bdom Snelice Jereo

Selocied ballnd Ball 68 | o

DA FORM 7222-1, AUG 13898 ' PREVIOUS EDITION IS uqsmm _ usiM VLo




¢ UST YOUR SIGNIFICANT CONTRIBUTIONS

the rermainder.

on.

long-term training.

_ spaces.

- Revised/disseminated Warehouse Inspection Procedures - Feb 93

- Represented two activities in litigation~CNAMT or contractor default and USATT in ﬁrc da.magc causcd
by lightning. Government prevailed in both; total cost avoided: $35.000. «

- Safety Inspection Checklist reduced costs due to personnel/equipment damage by $25,000. -

- 1300 of 3700 commercial warehouses inventories completed. Reviewed 57 on - site and papcr-audm:d

- Direct Procurement Contracting briefing at Jan 93 Symposium broughtinternational acclaim.
- SOP for Personal Property Movemeat and Storage in SWA enabled US to develop offensive posté?c early

- Reorganized from 3 to 2 Sections, rcahgmng operatons and reducing manpower requirements by

Mesigi o o fer R

e e T ey

o

- Removed poor performer after Opportuniry to Improve; upheld by MSPB. v
- Converted GS-11 slot to support Upward Mobility Program (UMP); selected employee at GS-5 Icvcl S
Awarded 12 employees for pcrformancc Sent 5 employees to technical training and nominated GS-IZ for |

i
= i
%
pry j
3 ¥
e A
g i
"f 31

gy S
T e w7 ac: g

[P

B e X )
¥

GNATURE AND DATE

:ﬁ e “‘1’1%‘-\1‘“;“ g.n.;z‘ ',::i!.":' M: & -U'h R e

PART ¥ . PERFORMANCE STARDARDS - SEMOR SYSTEM CIVILIAR POSITIONS

r-mow-uummmmkd-nlmnmuunmw
2rs wtic a1 tha SUCCESS bivel, o8, Rates, i st caser

TECNMICAL COMPETENCE mwmmumumhd
mmn:amumhmanIhmbddm Sets md
et realistic milextenes. EstabSsbex prievities thot reficct miszien end erganizationd asads,
Plena 32 that edacuaie resaurcas e avadeile, Make premst and seund docisom,

IUNOVATIONANITIATIVE. Develoss end smciements o ngyests batter ways af 4.,.,
miness—metheds, equipment, Fecatacs, resacer. Secksizceerss dvspmentad
cspernasties. Serves sn pralessionaditccivice Crorswiiiees, writes technical papers, jens
m.m“unmmmwumwmwhnd

proless=,

AESPONSIRILTY/ACCOUNTARILTY. Ihu razexrees prudently end ler Btended papasar,
Cenches with DA emehasis progron, 0.3 EEVAA. saletyizecunty, imems corel,
vonery aansyament, guaity mswnce, prIETnel Sunsyement, cantrect swerds ta smal
Yeusivess concemns, Supperts exd encewrages Toted Ay Quelity /TAQU sppraaches, wg., teem
allert, coatimsus pracessireduct sprevenent ond cntener satisfaction, Takes
responsibSity lar parsonal envers, lskes & prepases tmely/adequate comrective measurer.
awmunlmmﬂummmnﬂumn&

WUI!!IG RELATIONSHIPS. Iz 2 elfcctive tsam player. Werks wel with grews and sthers
8 get ine ob done. Eshibits 3 coylomer cers SITIUSE ey, shows respect 18 others: it
crurteaus and seehs acceptable compromise m avess of diflerencs.

Mt W -

COMMUMICATION. Proviin e excamnges accarala/cempiete orzl and -vuu-ﬂu::!
inlarmates & 2 tnely Samer, Listens etfectively aa that resultant ectians show
enderstzaing of wiat wa sed Qaé-nuumur&'nm;dhﬂ:-‘xm
xciudad nfinlerxd ol éecizi==s and actiens,

L
.

;4

FOR SUPERVISORY POSITIONS QOLY: §
nmumumu&. MANAGEMENT AMD LEADERSHIP, Provides vition aad u:lm 5

FY mg’{? o

£

mﬁduﬁﬂbﬂdp&hdmbﬂﬁﬂn Sets standardfeads by sxeomis.
with zzorepriste DA emphatis pragrase. Secereyslocatatinsy
reacurces ler elfectiveses: aed elficency. rumummm
Dﬂﬂlﬂﬂﬂﬁﬂﬂmmmmh chalargizg troieeny o= e
srzwnents e tincly geriennancs evalustizas, Iauuudmmmqu&n::-‘ﬂti
QEsticy 2 pasitive eavirement thet ollers chalengs and prowth. K,
T

Beee. -t
EQUAL EMPUIYMENT OPPORTUMITYIAFFIRMATIVE ACTION EXZVALL. ArpSes EED 1
prwcipias te of spects ol peraconel manegermant /2.y, by, raiming, work %
Eiinien, cocseing s swards, Az sgprepriate, Lekes Eremficty
cuyrective sctiea if 3exuzl karazsment o sther o trsstmant @ syl
reperted of axpected, mmnmumumamuws

Emnplayment Plaa. Pmm-&nluxm-dmmum

+

- " b lﬁg;jgfﬁ}gf;ﬁuf”i“%," =P, g;p::wmgﬁf?.lf{



WRITIN G EF F ECTIVE OBJ ECTIVES

a. Perhaps the most dxfﬁcult part of the performance managemem
process is expressing, in writing, exactly what you expect from your
employees. You know what you want, and they most likely know what you
want, but articulating that mformanon in definite, understandable terms is a

challenge

b. First, what are the differences between objectives and standards?
The objectives tell employees what they have to do and the performance
standards tell them how well they have to do it. The objectives listed in the
performance plan must be observable, measurable, understandable,
verifiable, equitable, achievable and exceedable. They are all considered
“critical”. A critical objective is an element so important that failure to meet
the standards for it will warrant reassignment, removal or reduction in grade
of the employee. A good place to start the identification of the ob_]ecnves is

. the PD and its breakout of ma_]or duties.

c. The DA-wxde standards are prepnnted on the support form. The
standards measure the objectives established for the rate. They are written at

the “Success” level. Since the standards are very.generic, you should

'supplement them by mcludmg some of the followmg measurements in your

ratees’ objecnves
. -QUANTITY ~ AUDITS 12 - 15 VOUCHERS PER DAY

e QUALITY - ROUTINE COMPUTER PROBLEMS RAR.ELY NEED
FURTHER ADJUSTMENT .

e TIMELINESS - SUBMITS COMPLETED REPORTS IAW
'SCHEDULE

e WORK BEHAVIOR - INTERACTS WITH CUSTOMERS IN A
COURTEOUS AND PROFESSIONAL MANNER,
DEMONSTRATING AN ABILITY TO WORK COOPERATIVELY

‘WITH OTHERS

d. Helpful Hints for Writing Objectives:




o Avoid “Backward “ Objectives; that is, be positive, rather than
negative. For example, Raters often express an objective like, “No
more than three instances of validated rudeness during the rating
period.” This basically guarantees the Ratee will exceed the
Objective. Two instances of rudeness will exceed the Objective,
when really, NO rudeness should be acceptable. So, don’t write
Objectives that make it acceptable. A better way to write the
Objective would be to say, “Customers are treated in a courteous
manner.” That's a reasonable Objective and it can easily be measured
and can be exceeded.

o Be careful not to write Objectives that are “Absolute”, unless a single
failure by the Ratee could result in death, injury, breach of security or
great monetary ]oss.

o Objectives should be measurable. An Objective that just describes
what is to be done but which does not describe how you are going to
measure it is worthless. For example, “Processes service requests in
accordance with governing regulations and SOPs.” As written, this
Objective is not measurable and can even be interpreted as being
absolute because it doesn't allow for even one failure. It might better
written as, “Not more than two counselings required for failure to
process service requests in accordance with governing regulations and

SOPs.”

Avoid the use of percentages. An Objective which reads, “Types
documents with 95% accuracy” may be measurable, but it would
require that you review every single document the Ratee typed during
the year, count and divide the number of errors by the number of
correctly typed characters on every piece of correspondence for the
entire rating period.

The AR requires that Objectives and Standards be written only at one
level, the Success Level. However, if employees are told what it takes
to EXCEED the Objectives and believe that, if they do, there will be a
reward, most employees will do whatever it takes to exceed.
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- R . SENIOR SYSTEM CIVILIAN EVALUATION REPORT '
Fat use of this farm, see AR G30-400; the propenent agescy & ASAIM&RA)
PART | . AOMIBISTRATIVE 0ATA |
2 NAME [Last, Firse Middle lovtiad © ol SSN : ¢ POSITION TITLE. PAY PLAN, SERIES ANO GRAGE
DAVIS, MELVINO. . S~ | Chicf, Oper. Sect., PD #1243 GS-2130-12
4 ORGANIZATGNANSTAUATION _Operations & Quality Assurance Division, ' AEASD
MNUC, Aberdeea MD 27180. | P i AN oy P
. PERIOD COVERED /YYTYAAOD) 3. AATED MOS. _ & RATEE COPY (Chect me sod datel
FOM_9706/30 THRU 9806/30 2 IX] ovenromre FoRwaRDED To AATEE | L’.’)O I 93
PART If - AUTHENTICATION E
2 NAME OF RATER f A, sttt i SGAATURE . DATE
YOUNG, KEM . - : Kmﬁllw ) ‘ 15/71

GRAOEIAANK, ORGANIZATION, OUTY ASSIGNMENT
GM-13, Chief, Operations and Quality Assurance Branch

. NAME OF INTERMEDIATE AATER towaition, fome. aw - ’ gmum Tute -
SIMPSON, SAM O. " ( 10,‘ ( l 9 - ‘ xhx

GRADE/RANK, ORGAMIZATION, DUTY ASSIGNMENT " =T

GM-14, Chief, Quality Control Division :

& NAME OF SENIOR RATER fat, Arwt. Mt bnsenlll amt F' ) ‘ : ! ' .
BROWN, HEATHER D. mmd) a‘H‘u)u D%Am u“é")lgiojg -
GRAOE/RANK, ORGANIZATION, OUTY ASSIGNMENT - ' K 4 o m -

GM-15, Executive Officer, MNUC

4 RATEE: | understand my sgnanure 03 nat constitule agresment or ) e
fisaqreesment with the evakuations of the Rater snd Seiet fater, .n,.,., SIGNATURE OF RATEE e

'-lfufmlﬂhﬂ"ﬁu.
. 'MMO_}/LEQ— M W 7.1

PART 1t - PERFORMANCE AWARDIQUALITY STEP INCREASE

RECOMMENOATIONS & ST, S GM. GS. WS . PERFOAMANCE AWARD/S
SES - AWARD, BONUS/ - "
1 mmmg | sauar PERFORMANCE AWARD | FERCENT OF SALARY [EXCLURES Locakity Payi % om 2
LARY INCREASE - BONUS AMOUNT 3 3615 -
w 2 -1 o Q51 /GS wits Succexxiul Lavel | Ranimg (nly - misimuss of 52 weeks
RECOMMENDING OFFICIALS e | w0 | ves ™ e hove clagand s st o 10 (Grade/Stept:
RATER r AWARD APPROVED Y
AT - ‘ fbﬁezuhu’)@mg‘)
PERFORMANCE REVIEW 80ARD , DATE 00/
" SENIOR RATER ES s 4 ALKDQ321S

PART IV - DUTY DESCRIPTION /Matert

nurounsnunscmﬂ.—--——--—-—-h_-._ Puu-nunu-ur—mnm . : . ] L_[tes Uuo
Supervises personnel and activities of Operations Branch. Directs program areas o include standardizing field operations, evaluating
warehouse facilites and promoting improvements; overseeing conmact administration; and protecting government interests in defaults and
disasters. Monitors ROA and SIT Programs. - Standardizes storage operations for _4;_ 3700 commercial warchouses. Chairs Defense
Subcommittee for Personal Property, esublishing procedures and monitoring worldwide. Investigates and recommends solutions for .
warldwide traffic crisis. Performs total range of persoanel management for 23 subordinates—hiring, leading, developing, evaluating,
awarding, disciplining, etc. Manages aonual non-labor budget which is in excess of 385k

PARY V - VALUES (Rater/

VALUES " BULLET COMMENTS
Lavaity i !
. - Loyalty and selfless service are nnpzrzllcled. Consm.:ndy puts mission needs at tnp of pnanq
tr - list. , . .
Respect '

- Courags during Bolivia disaster carned him well-dessrved Meritorious Civilian Service Award.

Honar - Never says no ta opportunicy to serve as ambassador for MNUC,

latergnty

Persona cowage

"DA FORM 7222, AUG 1998 - PREVIQUS EDITION IS OBSOLETE

uSAPA V1




PERIQD COVEAED (YYYYMMOD) RATEE'S NAME

1 ssa
9706/30 - 9806/30 DAVIS, MELVIN O. l

PANT V1 . PERFORMARCE EVALUATION (Racer/

a PERFORMANCE OURING THIS RATING PERICO
Camparizen ol mdividual shjectives aganst accampfishcneaty and 0A-astabiished perjonnance Standantz resulted in (e lolawing eictives ratngs:

— .
Exculiencs Excellance Success All or Beeds lmprovermnant
. 75% or Mars Obj T5-14% Obj 1.24%0%) | w More Obj
lncudes Excellence i Org Tﬂlﬂﬁ. OR EEQIAA
0bj los X1 ves Ne i
¥
b

B s

. Revised warehouse inspection procedures; identified 20% as unserviceable; shifted goods to alternate sites for cost avoidanc i
potential properTy damage of S80K. )

w
3 et

Technical expertise in two coust cases resulted in Government's prevailing, for cost avoidance of S35K.

Ee

1200 warehouse inventorics completed; projected result after ol inventory is reduction in storage space of ar least 150 fac

5

A

_Exceeded Branch EEQ/AA goal; in recruiting, wraining, and awarding—enabling Division to exceed its goals.

Safery Checklist for Warehousing reduced last year's costs in personncl/equipment damage by S14K.

T ggﬂ*w@ﬂﬂir

Direct Procurement Conzracting bricfing a Traffic Management Specialists Symposium published in four international rade

g

Removed poor performer; upheld by MSPB.

""w.,lgﬁ;,angwggﬁ&wa% SR b

PART VN . ISTERMEDIATE AA TER /Dpriasad

| BULLET COMMENTS
. Asuute oegotiations skills and culture seasitivity progressed negotations for warchouses in Iraly at amazing speed.

. Close contral of carefully projected Branch budget resulted in98 % expenditures of funds.

K |
i

. Sets example for all by supporting EEO and mentoring/developing subordinates.

g g dpesal

i

- Hard charging, professional role model.
- Countributed significandy to US defeasive posture in mid-East.
SUCCESSFUL .- W:ll deserved selection to antend AMSC.
. - High potenral individual; should become 2 senior leacer in DA.

e

=
¥
F
=

5

-3

=

z

=

b

1
X
1
§

FAIR

5 UNSUCCESSFUL
{MUST Have Senior ) .
A carapieted OA Farm 72771 was recsived with Iz ragan nd cansidered

Rater Raview) n oy snslaation and remeer

m YES r—!au (Exgianl

i

PAAT VIl . SERIOR RATER/W wrech of .
RATER /mg soviar rater wsed] . PART IX - SEMIOR RATERLY anast g
QVERALL PERFORMANCE RATING BULLET COMMENTS [Perforcusnce/Petennial i;: B

REVEASE DA FORM 7222AUG 1338




~  TAPES
SENIOR SYSTEM |

OVERALL PERFORMANCE RATING DEFINITIONS:

SUCCESSFUL LEVEL 1 - Ratee with no supervisory duties is rated

EXCELLENCE in 75% or more of Objectives and SUCCESS in any remaining
Objectives. Ratee with supervisory duties must be rated Excellence in either

Organizational Management/Leadership Objective(s) or EEO/AA Objective(s).

SUCCESSFUL LEVEL 2 - Ratee with no supervisory duties is ratéd

EXCELLENCE in 25-74% of rated Objectives and SUCCESS in remaining
Objectives. Ratee with supervisory dutiés must be rated EXCELLENCE in either

Organ'izavt'ional Managehent/Leadership Objeciive(s) or EEO/AA Objective(s).

SUCCESSFUL LEVEL 3-All ﬁatees who are iatéd SUCCESS in ALL rated

Objectives or EXCELLENGE in 1% through 24% and SUCCESS in remaining
Objéctives. Ratees with supervisory duties who were rated EXCELLENCE in
any number of Objectives but SUCCESS in those for both Orgénizétional f

Management/L eadership and EEC/AA.

FAIR - All Ratees who are rated NEEDS IMPROVEMENT in 1 or more

- Objeétive(s) and ndi rated FAILS in any Objective.

| JUNSU(‘}CESSFUL- All Ratees rated FAILS in 1 or more Objective (s) ~

regardless of ratings assigned other Objectives.
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RATING PROBLEMS EXERCISES

SITUATION 1: You rate an employee Block 2. The employee
agrees with the appraisal and wants to improve. Some genuine
differences of opinion are expressed, but the employee makes
positive efforts to clarify the issues rather than be defensive.

"YOUR RESPONSE: |

SITUATION 2: You rate an employee Block 3. The employee
does not accept responsibility for his substandard performance
(you were being generous with the Block 3) and blames
organization politics and othcr ernployees YOUR RESPONSE:

 SITUATION 3: You rate-an employee Block 2. The employee

disagrees with elements of your appraisal and offers specific
information to refute your findings. YOUR RESPONSE:.

SITUATION 4: You fate an employee Block 3. The employee
refuses to sign. YOUR RESPONSE:




GENERAL TAPES EXERCISES

SITUATION 1: You make some significant revisions to the
performance plan of one your “problem employees.” The
employee’s annual rating period comes to a close in 90 days.

You call your CPAC representative to find if you can you rate the
‘employee against the revised expectations in completing his
appraisal. Or, can you get an extension of the rating period?
WHAT WILL BE THE CPAC’S RESPONSE?

- SITUATION 2: You are the'lsupervisor of three employees who

are due their annual appraisals within the next 90 days. However;
you have received a well deserved promotion to another
organization and will be leaving in two weeks. You call your
CPAC representative to find out what you should do about your
employees’ appraisals. WHAT WILL BE THE CPAC'’S

RESPONSE‘7

SITUATION 3: At the end of the rating cycle, you realize that
you neglected to place your two Base System employees on a

- performance plan (Counseling checklist/Record, DA Form 7223-

1). Moreover, you never provi'ded them any midpoint counseling.
You call your CPAC representative to find out how to correct the
situation. WHAT WILL BE THE CPAC’S RESPONSE?




|Z

| @ Performance Reviews Taken from Actual Employee Performance Evaluations

“Since my last report, this employee has reached rock bottom and has started to dig.”

“His men would follow him anywhere, but only out of morbid curiosity.”

“I would not allow this émploycc to breed.”

“This employee is really not so much of a has-been, but more of a definite won’t be.”
 “Works wc‘ll under constant supervision and cornered like a rat in a.trap."

“He would be out of his depth in a parking lot puddle.”

*“This young lady has delusions of adequaéy.” |

“He sets low personal standards and then consistently fails to achieve them.”

“This employee is depriving a village somewhere of an idiot.”

“Got a full six pack, but lacks the plastic thing to hold it all together.”

“A gross ignoramus — 144 times worse than an ordinary ignoramus.”

“He doesn’t have ulcers but he’s a carrier.”

“He would argue with a signpost.”

“When his IQ reaﬁhes 50, he should sell.”

“A photographic memory, but with the lens cover glued on.”
“Donated his brain to science before he was done using it.”

“Gates are down, the lights are flashing, but the train isn’t coming.”
“Has two brains: one is lost aﬁd the other one is out looking for it.”
“If he were any more stupid, he’d have to be watered twice a week.”
“If you give him a penn'y for his thoughts, you’d get change.”

“One neuron short of synapse.”

“Some drank from the fountain of knowledge, he only gargled.”

“It’s hard to believe that he beat out l,OO0,000 other sperm.”

_ .




TABLE 1 (Contributions with tangible benefits)

Estimated First-Year Beaefits to Government

Up 105 10,000
$10,001-5100,000

*$100,00! or more

............................

.......................

Amount of Award

10 percent of beaefits

3 1,000 for the first $ 10,000 plus 3 percent
benefits over $ 10,000

© $3,700 for the, first $ 100,000 plus .5
perceat benefits over $100,000

Quick Guide for Calculating Awards Based on Tangible Benefits

AR 672-20 | June 199

Benefits Award Benefits Award Benefits Award | Benefits Award Benefits - Award
Up to 10% 50,000 2,200 170,000 4,050 1,800,00 12,200 * 1,000 1,030
$10,000
1,000 1,030 51,000 2,230 91,000 3,430 175,000 4,075 1,900,000 | 12,700°
12,000 1,060 52,000 2,260 92,000 3,490 180,000 4,100 2,000,000 | 13.200°
13,000 1,090 53.000 2,290 93,000 3,490 185,000 4,125 2,100,000 | 13.700°
14,000 1,120 54,000 12,320 94,000 3,520 190,000 4,150 2,200,000 14,200
15,000 1,150 55,000 2,350 95,000 3,550 195,000 4,176 2,300,000 14,700
16,000 1,180 56,000 2,380 96,000 3,580 200,000 4,200 2,400,000 15,200
17,000 1210 57,000 2,410 97,000 3,610 225,000 4,325 2,500,000 | 15.700°
18,000 1240 |- 58,000 2,440 98,000 3,640 260,000 4,460 2,600,000 | 16,200°
19,000 1270 59,000 2,470 99,000 3,670 275,000 4,575 2,700,000 | 16,700°
™™ 20,000 1,300, 60,000 2,500 100,000 3,700 300,000 4,700 2,800,000 | 17.200°
/21,000 1,330 61,000 2,530 101,000 3,705 325, 000 4,825 | 2,900,000 | 17,600°
[ 22,000 1,360 62,000 2,560 102,000 3,710 350,000 .| 4,950 3,000,000 | 18.200°
23,000 |- 1,390 63,000 2,590 103,000 3,715 375,000 5,075 3,100,000 | 18,700°
24,000 1,420 64,000 2,620 104,000 3,720 400,000 5.200 3,200,000 | 19.200°
25,000 1,450 65,000 2,650 106,000 3,725 | 425,000 5,325 3,300,000 | 19,700°
26,000 1,430 66,000 2,680 106,000 3,730 450,000 5,450 3,400,000 | 20,200°
27,000 1,610 61,000 2,710 107,000 3,735 475,000 5.575 3,500,000 [ 20,700°
28,000 1, 640 63,000 2,740 108,000 3,740 600,000 5,700 3,600,000 | 21200°
"29,000 1,570 69,000 2,770 109,000 3,745 | 550,000 5.950 3,700,000 | 21,700°
30,000 1,600 70,000 2,800 110,000 3,450 600,000 6.200 3,800,000 | 22.200°
31,000 1,630 71,000 2,830 111,000 3755 | 650,000 6,450 | 3,900,000 | 22.700°
32,000 1,660 72,000 2,860 112,000 3,760 700,000 6,700 4,000,000 | 23.200°
33,000 1,690 73,000 2,890 | 113,000 3,765 750,000 6.950 4,100,000 | 23,700°
34,000 1,720 74,000 2,920 114,000 3,770 800, 000 7.200 4,200,000 | 24,200°
35,000 1,750 75,000 2,950 115,000 3,775 450,000 7,450 4,500,000 | 24,700°
36,000 1,780 76,000 2, 980 116,000 3,780 900,000 7,700 4,360,000 | 25,000°°
37,000 1,810 71.000 3,010 117,000 3,785 950,000 7.950 * Awards over § 10,000
33,000 1,840 78,000 3,040 118,000 3,790 1,000,000 2,200 require the approval of
~ 39,000 1,870 79.000 3,070 119,000 3,795 1,050,000 8.450 the Office of Personnel
40,000 1,900 80,000 3,100 120,000 2,300 1,100,000 8,700 Managemeat.
41,000 1,930 81,000 3,130 125,000 3,825 1,150,000 8,950
42,000 1,960 82,000 3,160 130,000 3,850 1,200,000 9,200 | **Maximum award
43,000 1,990 83,000 3,190 135,000 3,875 1,250,000 9,450 | Authorized by the Office
™= 44,000 2,020 84,000 3,220 140,000 3,900 1,300,000 9,700 | of Personnel
" "¥a5.000 2,050 85,000 | . 3,250 145,000 3.926 1,350,000 9,950 | Management. A
~"46,000 2,080 86,000 3,280 150,000 3,950 1,400,000 10,200° | presidential award of up
47,000 2,110 87,000 3,310 155,000 3.976 1,500,000 10,700° | to § 10,000 may be paid
48,000 2,140 88,000 1,340 160,000 | 4.000 1,600,000 | 11,200° | in addition to the :
49,000 2.1701 89,000 3,370 165,000 4,025 | 1,700,000 | 11,700° | $23.000.




’I' ABLE 2 (Scnle of awards based on intangible benefits)
Scale of awards based on Intangible benefits

EXTENT OF APPLICATION

14

Jcograr, or service to
| the public.

Benefits)

Value of Benefit Limited Extended Broad General
A Affects functions, Affects functions, Affcers functions, Affects functions
mission or personnel | mission, or personnel | mission or personnel | mission, o anel
9( one office, facility, | of several offices, of an entire regiopal | of sev:a! ::g?::alm
-] installation or 20 facilities, or | area of command. areas or commands,
organizational installations. May be applicable to | or an entire- '
element of a _ all of an independent | department.or large -
headquarters. Affects an important | agency or a large independent agency
) area of science or bureau. or is in the public
Affects a small area | technology interest thfoughout
of science or Aﬁects abroad area | the Nation or
) technology. of science or b'.;y'ond_
technology
MODERATE VALUE
Change or modification
of an operating principle or
procedure which has
moderate value sufficient to meet the S
xx?mum standard for a cash .awu-d $25-100 $100-250 $250-500 $500-1,000
"~ improvement of rather limited - (Campare w/3250- {(Compare w/31,000- | (Compare w/52,500- (Compare ‘:ISS 000-
"alue of a product, activity, 1,000 Tangible 2,500 Tangible 5,000 Tangibie 10,000 Tangil';le
: )ngﬂm- or service (o Benelits) 'Bencﬁu) Benelfits) Benefits)
the public. .
SUBSTANTIAL - T
VALUE K
Substantial change or
modification of an :
operating principle o $100-250 $250-500 $500-1,000
v $1,000-2,500
procedure; an u'npomnt {Compare w/31,000- (Compare w/32,500- | (Compare w/35,000- | (Compare wlésm.ooo-
nnprovement to the valuz of a 2,500 Tangible 5,000 Tangible .10,000 Tamgible 60,000 Tangible
Pm‘ ‘cnv“y' Pmm or servmg Bencﬁll) Beneﬁt.l) Bntﬁu) Bﬁlﬁﬁu) 7
to the public. . '
HIGH VALUE
Complete revision of a
basic principle or ‘
procedure; 2 highly $250-500 $500-1,000 51,000-2.500 $2,500-5,000
significant improvement (Compare w/$2,500- | (Compare w/S5,000- | (Compare w/310,000- | (Compare wl;m 000-
to the value of a product, activity, 5,000 Tangible 10,000 Tangible 60,000 Taagible 360,000 Tangii'ale
program, or service to the public Beaefits) Benefits) Benefits) Benefits)
EXCEPTIONAL
VALUE
Initiation of a new principle or major
ﬁ«m a superior '
. srovement to the 3500-1,000 $1,000-2,500 32,500-5,000
R 4 .. . ! | M ss’ '
aality of a critical (Compare w/S5,000- | (Compare w/310,000- | (Compare w/350,000- (?:?:‘::grgoo
mduct. u:mmy. 10,000 Tangibie 60,000 Tangible 360,000 Tangible w/$360,000-1,360,000
Benelits) Benefits) Taagible Benefits)
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@T ABLE 3 (I'ime-Off Awards Scale }for a single contri.bUﬁon)

Time-Off Awards Scale for a single contribution

Yalue to Organization

Moderate:

(1) A contribution to a product, activity, .
program. or service to the public, which is
of sufficient value to merit formal recognition.
(2)Bencficial change or modification of
operating principles or procedures.
Substaatial: '

(1) An important coatribution to the value
ofa product, activity, program, or service
to the public.

(2) Significant change or modification of
operating principles or procedures.

- High:

(1) A highly significant contnbunon to the
value of a product, activity, program or
service to the pubhc

(2) Complete revision of operating

"~/ principles or procedures, with considerable
impact. | .
Exceptional:

(1) a superior contribution to the quality of
a critical product.

activity, program, or service to the public.
(2) Initiation of a new principle or major
procedure, with

significant impact.

15

Number of Hours
1to 10

11 to 20

il to 30

31 to 40




NOMINATIONS FOR SPECIAL ACT/ SERVICE AWARDS, ON-THE-
© © SPOT AWARDS AND TIME OFF AWARDS

FE P

I

A Request for Personnel Actlon (RPA) will be used to nominate, approve process |

and document each of the following awards: |

Special Act or Service Award (SASA)

On- the-Spot (OTS) Cash Award '

Time Off Award.(TOA)

For each of these awards, the following documentatxon is required in the notes
section of the RPA:

1. A short descrlptlon of the employee s achlevement

2. The type of award . L s
3. The dollar amount or number of;hours of the award. .

H

4. The value of beneﬁts

For calculatmg SASA and OTS Awards based on tangrble benefits, use
Table 1, (contnbutlons with Tangrble Beneﬁts) :

For calculatmg SASA and OTS Awards based on mtanglble beneﬁts use
Table 2, (Scale of Awards Based on Intangible Benefits) '

For TOAs that exceed exght hours determine the value by using Table 3
(Tlme Off Awards Scale for a Single Contrlbutlon) ;- .

Ikl

5. The electromc srgnat—ur_es of the nominating/approving officials
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1. The CPOC has implemented a program called '"AUTONOA’ which processes
Individual cash awards, time-off awards, performance awards and Quality Step
Increases (QSls) without human intervention. Since the program extracts needed
information from the'RPA, the Gatekeeper Checklist is no longer required. For
AUTONOA to process the awards accurately, managers must enter specific

_information in the RPA as mducated below for the type award requested.

Quality Step Increases (QSls): -
« Select “Salary Change” from the Nawgatuon Menu
e Select “Quality Step Increase” '

« On page one of the RPA, enter the Nature of Action of “892” in block SA.

e On page four of the RPA PART D, “Remarks” enter the most recent
-appraisal information as follows: .

- Type of Appraisal: Appraisal Rating:

Approval Date of Appraisal: '

Monetary Awards: : :
« Select “Award/One Time Payment” from the Navigation Menu
e On page one of the RPA:
> Enter the employee’s name in block
'» Enter Nature of Action “840" in block 5A - .
« On page two of the RPA, enter the dollar amount or the percentage of
" basic pay in block
e On page four of the RPA, PART D, “Remarks" enter the type of award with -
one of the following word combinations as written:
o On-the-spot
o Performance Award
o Special Act or Service -
o If the award is a performance award, you will need to enter the additional
information for the most recent appraisal in the following format:
‘Type of Appraisal: Appraisal Rating:
Approval Date of Appraisal: »

Time Off Awards:
e Select “Award/One Time Payment” from the Navigation Menu
o On page one of the RPA:
o Enter the employee’s name in block
o Enter the Nature of Action “846" in block 5A
» On'page two of the RPA, enter the number of hours in block

2. If the RPA does not contain the data requested in #1 above, then the award
will error. If appraisal data is needed and the appraisal has not been forwarded
to the CPAC, or the appraisal data is not contained on the RPA, PART D,
“Remarks”, the CPOC will request the information. If the information is not
received within 5 days, the RPA will be returned to management.




This is an example of what the Remarks section would look like for a
Eerformance Award:

| Action (CVDOD Reconstruc

Hpr 1

,Type/fof Appraisal: ‘Annual, Ratin
praisal Approved: 15 Nov 04
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